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ABSTRACT 

The guide is one of a series o£ 10 units coaposing an 
orientation to the world of work course designed especifilly for 
disadvantaged and handicapped st«d.ents in the ninth and tenth grades. 
It is designed to provide basic and reaedial instruction in personal 
development, aath, and language skills while providing inforaation 
and skills basic or cosaon to eaployaent in all occupations. Topics 
treated in the course are (1) the first days on the job, (2) 
eaployer-eaployee relationships, (3) interpersonal relationships with 
co-vorkers, and (4) changing jobs. The course deals vith specific 
probleas and the natural fears of the beginner, discussing foras, 
rules, gvialitias necessary to get along with eaployer and co-vorker, 
and changiitg jobs to aeet long-range goals. Lesson plan^ppresent 
aajor and supporting concepts and specify perforaance objectives. 
Suggested resources are correlated to teaching-learning-evalnation 
strategies, which are subdivided to seet the separate needs of the 
disadvantaged and the handicapped. A resource section specifies 
source's and costs of audiovisual aids. The final section offers 
student caterials which include a variety of supportive classrooa 
aaterials. (MV) 
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INSTRUCTIONS: Keeping a Notebook on "How to Keep a Job" 

1. Start the preparation of a personal notebook to uhich you will add 
items during the study of this unit. 

a. Write a title page. It will Include the name of this course, 
the unit title, and your name. 

b. Begin a "Table of Contents" page. Add categories as you add 
items to the notebook throughout the year. 

2. Set aside a section for written class assignments. This notebook 
will provide you an opportunity to practice the skills of writing, 
organizing, and maintaining good records and reports which you will 
need on the job. It will also serve as a personal reference guide 
which you can use now and In the future. It will reflect your 
personal characteristics, neatness, completeness, and organization. 

3. Include practice forms developed to increase your speed, accuracy, 
an«1 knowledge of the world of work. 

4. Include also information concerning your interests and any other 
personal and technical Information designed to help you advance on 

the job. 

5. Do not mix notes and materials from other classes. Include r^nly 
materi.ll from your "Orientation to the World of Work" class. 

6« Keep your notebook in the classroom available to your teacher and 
fellow students at all times. Keep your notebook up to date and 
the table of contents complete. Make it neat* complete, and 
attractive. Do a good job. Plan a notebook you will be proud to 
show your parents, teacher, and future employer. 



Grading Periods 
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GET OFF TO A GOOD START 



A^ Observe working hours. 

1* Arrive five to ten minutes early to get organized for the 
working day. 

2. Find out what's expected in terms of working hours; taking 
breaks; possible overtime; \vhen the lunch period is; possible 
Saturday, Sunday, and holiday work; and when the rush periods 
are likely to occur. 

3. Expect to stay late occasionally and to help out during emergen- 
cies and illness of other employees. 

B. Understand the following forms relative to your employment: 

1, Form W-4; the Employee's Withholding Exemption Certificate 

2. The time card 

3. Your pay check 

4, Other (ID card, parking permit, insurance, etc.) 

C. Learn about your job, the company, and the other workers. 

1. Find out who your boss is (who assigns you work and to whom you 
are dix-ectly responsible.) 

2. Learn what the person who held your job previously did. Ask 
questions when the answers aren't obvious. Don't remain silent 
and ignorant. 

3. Watch for the unwritten rules. For example: 

a) No smoking or eating on the job. 

b) No personal phone calls. 

c) No wisecracks and personal kidding. 

e) Refer to your boss as Mr. . 

4. Learn and confirm new names by repeating them and using them 
in conversation. 

5. Learn to handle your routine assignments well. 

6. Assume more responsibility as soon as you are able. 

7. Improve yourself by taking advantage of company training programs 
and adult courses offered at schools and colleges. 

D. Conduct yourself in an ethical manner. 

1. Do not pass confidential information to anyone. 

2. Never use confidential company information for your own profit, 

3. Think ahead and do what you think is right. 

4. Do not start anything you know you cannot finish. (False 
promises create false hope.) 

5# Do not ask a business associate for financial assistance. 
I^fhether he helps or refuses, you have put him in an awkward 
position. 

6. Respect the authority that your company has vested in your super- 
visor. If you must disagree with him, do so tactfully and in 
private. 

7. "Treat other people as you want them to treat you.'* Beware of the 
grapevine and stifle any tendency to pass judgment. Look for good 
points. 
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(Cont'd.) 

E. Be a prized employee. 

1. Develop a reputation for efficiency. 
--Plan your work. 

--Do your most important work first or when your mind is fresh. 
--Complete one job before starting another, whenever possible, 
--^^enever possible use shortcuts. (But do not sacrifice quality.) 
--Have adequate supplies on hand and at work station at all times. 

2. i^im ro please. 

--Re dependable. Be someone who can be counted on. 
--Be neat. 

--Start by yourself and work hard. 

--Be organized, but be willing to change as needed. 

--Show Interest and enthusiasm. 

--Do not abuse the good will of others. 

F. Adjust personal life to avoid conflict of interest. 

1. Find a reliable mode of transportation to work and a reliable 
substitute to use in case of emergency. 

2. If yc I will be living away from home, locate in a reputable 
neighborhood. Look for a place which will provide the privacy, 
security, and comforts you want and can afford. As a rule, a 
month's rent should not exceed a week^s income. Consider the 
following : 

a. Room in a private home vs. upstairs apartment or an 
efficiency apartment vs. renting a house with others 

b. Distance to work and nearness to city bus lines 

c. Distance to shopping and laundry facilities 

3. Live within your income to prevent financial embarrassment to 
yourself and your employer who must process the garnishment to 
your wages lohen a creditor collects a bad debt. A budget will 
help. Make a list of projected money needs for such items as 
the .following: 

a. Rent and utilities 
h. Transportation 
c . Food - 
'^d-. Taxes 

e. Savings 

f. Clothing 

g. laundry and dry^ cleaning 

h. Personal care 

i. Medical care 
j . Recreation 
k. Miscellaneous 

Leave your personal life at home. Plan recreational and shopping 
activities after work or on a break. Save romance and family 
problems for after work. Do not get involved in an office romance. 
Locate a doctor and a dentist near your place of residence who can 
maititain your health as the need arises. Allow time for rest. 
Flan recreational activities for enrichment as well as for fun. 



4. 

5. 
6. 
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BEST COPY AVAILABLE 

CASE STUDIES 

The purpose of stud>i ug cases is to discuss the proper channels 
to take when working with people in various s^tuatlon8• 

INSTRUCTIONS 

Read through each case study carefully, answer the questions, and 
then discuss the questions in small groups. You should complete both 
case studies in 20 nnnutes. 

Case No. 1 
• TO SPEAK OK NOT TO SPEAK 

Marilyn Clark's cMiiplovcr has had a bad day. He has given repri- 
mands to several of the employees and discharged one salesman^ When 
Marilyn answers his riitg to take dictation, he reproves her for being 
late. He had sent Marilyn on an errand a few minutes before, and she 
could not have returned earlier. When he says, "Why don't you ever get 
here promptly? I always have to wait for you,'' it is too much for 
Marilyn, She answers, ''Because I had gone to the filing room to find 
those papers you wanted!" Her employer then says coldly, "You may go 
back to your more important work, I'll dictate to one of the others/' 

1, Evraiuate Marilyn's handling of this situation* 

2, l^That would ynu do in a similar case? 

3, Is it helpful to tix the blame? Why or Why not? 
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Case No. 2 
NEGATIVE VS. POSITIVE 

John Lockyer has been working for the Maurice Clothing Store 
for more than two years. He Is an excellent salesman and has many 
regular customers. He has felt that his opportunities are very 
good as the other salesmen are m^^ch older and John appeals to the 
college fellows. At the end of John's second year, an older sales- 
man, Mr. Adams, retires and Mr. Anderson, the owner, hires Bill 
Reese, a young man with many of the same abilities and advantages 
as John. At the first sight of Blll--'a handsome, cheerful fellow- 
John decides to make it so unpleasant for him that he will quit 
his job. He is sullen to Bill, refuses to tell him about Mr. Adams* 
former customers, and is generally unpleasant. Bill recognizes 
John's dislike at once. Instead of quitting his job, however, he 
resolves to win John's friendship. 

1. Do you think this is possible? 

2. What steps should Bill take to reach this goal? 

3. Why is John behaving as he does? 
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SOME THINGS YOU SHOULD FIND OUT ABOUT THE JOB 

Directions: Mark the advantages with an "A" and disadvantages with a "n." 
This will be your own opinion. 

_1. Long hours ^ 

__2, Work shift 

3. Working conditions (indoor and outdoor activities) 

_4, Close association with employees 

_5« Year round work 

J). Holidays and vacation 

Jl, Fringe benefits 

__8. Salary 

_9, Variety of types of work 

10. Informality of dress 

SOME QUESTIONS TO ASK YOURSELF ABOUT THE JOB 
What are the duties of the job? 
What hours do you work? 

Does the job require a uniform or special clothing? 
Are uniforms furnished or do you have to furnish your own? 
Do you have to pay for damage or breakages? 
Is there overtime pay If work is done more than regular hours? 
Do you have to work evenings, Saturday, Sunday, or holidays? 
Do you have breaks during working hours? 

Are there fringe benefits? (accident insurance, sick pay, vacation pay, 
discount on food or meals) 

Is there opportunity for advancement? 

What training and/or education is needed for acquiring the job? 



1. 
2. 
3, 
4. 
5. 
6. 
7. 
8. 
9. 
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BASIC JOB FACTS 
Job Location ^ 

Address 

Telephone No. 

Supervisor's Nam e 

Telephone No. 

The following people work in ray area: 
Name of area 

1. 

2. 

3. . 

4. . 

5. 

6. ^ 

7. 

8. 

9. 

Note to Teacher ; Use this assignment as a notebook project for those 
students who have part-time jobs. Have students who do this assignment 
discuss their findings with class. 
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MSIC JOB FACTS 

I. WHAT DO I NEED TO DO TO START MY WORK? 

A. Do 1 need to take a physical examination before I start work? 

B. What kind of training on the job do I need to be able to do the 
work assigned me? 



Who will give me the training I need? 
C. Do I need special clothing and/or special shoes? 
What kind of clothing or shoes do I need? 



II. THINGS I NEED TO REMEMBER ABOUT MY JOB 
A. Work Information 

1. Where do I report for work? 

2. To whom do I report? . 

3. Where can I go to find information about my Job? 

Is there a bulletin board in my area which has the Information 

I need? Where is this information board 

located? ^ 
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Time 

1. What time do I start vork? . 

2. At what time am I finished working? 

Preparation 

1. What do I need to do to get ready for work? 



2. How much time do I need to prepare myself for work? 

3. What should I do after I am finished working? (clean up) 



4. How rauch time do I need to clean up? 

Tool and Materials 

1. What tools or materials do I use on my job? 



2. What do I need to know about the tools? 



3, Where do I get these tools? 

4. Where do I put the tools after I have finished using them? 



Pay 

1, How much do I get paid for ray work? 
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RULES AND REGUUTIONS OP MY JOB 



(Write a complete statement of the job rules covering the following 
points. Add other rules that are a part of your job but which are not 
specifically called for below) 



General Rules 



1. How do I check in for work? 



2, How do I check out when I leave ray job?. 



3. What are tny dress regulation9?_ 



4. Where should I leave valuables? (money, watches, etc.) 



5. What should I do if I am late? 



6. What should I do in case of absence? 



7. What do I do if I finish my Job before work time is up?. 
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8. What were the rules my supervisor told me during the first day?_ 



9. Other rules and regulations vhich I need to follow are as follows: 



Conduct Expected 

1. Is the use of gum permitted on my job? 
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2. Are my friends allowed to visit with me while I am working?^ 

3. Is eating permitted? 



4. Other rules and regulations which I need to remember are as follows: 
a. 



b. 



c. 



d. 



e. 



f. 
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Safety Rules Which Must Be Folloved 



Student Materials 
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What to Do If an Accident Occurs 
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WHAT I HAVE READ ABOUT MY JOB 
Books, Magazines, Articles, Newspapers, Pamphlets 

Name of Article, Book, etc._ . 

Author ^Date of Publication 

Where Found D ate Read 

Briefly describe what the article, book etc. was about . 



Name of Article, Book, etc,^ 

Author ^Date of Publication 

Where Found , ^Date Read 

Briefly describe what the article, book, etc. was about 



Name of Article, Book, etc, , 

Author _Date of Publication 

Where Foun d ^Date Read 

Briefly describe what the article, book, etc. was about 
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MAKE A MAP OF THE AREA WHERE YOU WORK 
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DESIRABLE CHARACTERISTICS AN EMPLOYER LOOKS FOR IN HIS EMPLOYEES 



Does he follow directions? 


Always 


Usually 


Sometln^s 


Seldom 


Never 












Does he accept constructive 
criticism? 












Does he sustain routine? 












Does he Ret alone with supervlser? 












Does he set alons vith co-*workers? 













Does he get things done? 












Does he like his work? 












Is he dressed and groomed 
appropriately for the job? 












Does he come to work every day? 












Does he give notice of any absence 
by calling in? 












Does he Ret to work on tim^V 












Can he work by himself? 












Does he take care of tools and othe 
eoulpment with which he works? 


r 










Does he Jo his share of work? 












Does he observe the rule^ of the 
company regarding smoking » eating 
on the job* and etc.? 












Does he observe company rules and 
regulations? 












Is he courteous? 
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DESIRABLE CHARACTERISTICS AN E^IFLOYER LOOKS FOR IN HIS EMPLOYEES 





EX. 


GOOD 


AVRG. 


FAIR 


POOR 


ATTENDANCE & PUNCTUALITY 












ADAPTABILITY TO JOB SITUATION 












WORK INTEREST AND AMBITION 












COOPERATION 












PERSONAL HYGEINE 
























FOLLOWS DIRECTIONS 












HONESTY 












DEPENDABILITY 












WORKS WITHOUT 
CONSTANT SUPERVISION 
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ROLE FIAYING 

Purpose 

The purpose o£ this activity Is to demonstrate and discuss the proper 
channels to take \ahen working with people In the various situations* It 
provides you with an opportunity to use your Itnaglnatlon and creatlveness. 

Instructions 

1« Divide up Into groups « 

2, Create situations which exhibit exaisples of both good and bad 
Interpersonal relations. 

3* Participate In acting out the situations created by your group* 

4« Discuss some alternative ways of handling the situations dramatized 
by your group and by the other groups. 

Evaluation 

You will be evaluated on 

1. Your contribution toward creating the situation dramatized. 

2. How well you portrayed the character assigned In the playlet* 

3. Your suggestions for alternative ways to handle the created 
situations. 

4* Your participation in the discussion groups which evaluate the 
value of this activity. 

Sample Roleplay Situations 

1. One day the boss stands and watches you work for awhile. He says 
you* re doing the work wrong. What should you do? 

2. You're told to clean the floor. You didn't understand just quite 
how to do it* What should you do? 
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Self Analysis o£ Behavior Toward Others 
Check List 

I£ you need to work more In the area of interpersonal relations, 
maybe It is because you do not fully understand yourself or your be- 
havior toward others. Give this self-analysis check list a try— but 
answer honestly for this is for your benefit 1 

INSTRUCTIOpIS : Answer each question by checking either YES or NO. 

YES NO 

1. Are you dependable? 

2. Do you control your temper? 

3» Are you tactful? 

4. Do you enjoy helping others? 

5. Do you accept responsibility? 

6. Do you respect the flow of authority? 

7. Do you refrain from reforming others? 

8. Do you have a friendly personality? 

9. Do you refrain from being nosy? 

10. Do you show understanding and sympathy? 

11. Are you able to get along with people? 

12. Do you express gratitude to others? 

13. Do you refrain from arguing? , 

14. Are you considerate of others? 

15. Do you avoid showing resentment of others? 
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SELF ANALYSIS OF PHYSICAL CHARACTERISTICS 



Frequently we offend others unknowingly. The Hat below was compiled from 
the results of hundreds of answers to the question, '%niat physical traits 
keep people from presenting a good appearance and hence hurt their personal- 
ities?" Place a check mark (/ ) before each thing that applies to you. 



Dirty fingernails 
Dirty hands 
Beard 

Yellow or unclean teeth 

Visible blackheads 

Flssples on face 

Dirty neck 

Dirty ears 

Greasy hair 

Dirty scalp 

'Dandruff 

Hair too long 

^Ragged fingernails 

Dirty shirt 

Soiled underclothes 

Baggy trousers 



Unshlned shoes 
Dirty, dusty shoes 
,Body odor 
Halitosis 
Too few baths 
inappropriate clothes 
Stoop shoulders 
Awkward posture 
Hair not combed 
Greasy skin 
Broken shoestring 
Buttons missing 
Clothes fitting poorly 
Dirty handkerchief 
Dirty collar and cuffs 
Run-over heels 



Number of checks 



If you checked fewer than five Items, you are neater and better groomed 
than the average student. 

If you checked between five and ten Items, you are below average In neat- 
ness and should do something about It now. 

If you checked more than fifteen, you are in pretty bad shape. Drastic 
action is necessary. 

Look over the items that you checked. Each one Is a personality defect in 
the eyes of other persons. Each defect can be eliminated or improved. 
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Getting Along With Others* 

Directions ! From the suggestions given below, choose 28 that you think 
are Important to getting along well with others. Place an 
(X) by each of your choices. Be prepared to explain your 
reasons. 

Be a good sport. 

Learn to remember names and pronounce them correctly. 

Be an introvert. 

Act a little aloof and superior. 

Be shy and reticent. 

Have a sense of humor. 

N ever make a mistake. 

^Be able to stand ridicule and criticism. 

^Be your real self. 

B e sincere In complimenting others. 

Attract attention by laughing and giggling. 

Be a "good mixer." 

Be broadminded and democratic. 

^Learn to converse well. 

Keep personal troubles to yourself - 

A void keeping other people waiting. 
Remember the interests, likes, and dislikes of others. 



*Thls material has been taken from: Federal Project No, 437A 
Guidance Units for the Learwlng Laboratory to Teach Basic Skills 
in a Culturally Deprived Area." Booker T, Washington High School, 
Dade County Public Schools, Miami, Florida 33136, 
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Name 



Show respect for the other person's knowledge and opinions. 
Avoid unnecessary arguments and quarrels. 

Make others feel that they are appreciated. 
Avoid talking about others. 

Cultivate a friendly disposition toward everyone. 

.Be reasonable and patient with others. 

Take criticism in the proper spirit. 

Make "A" grades. 

Be autocratic In your demands. 



Be egotistical and opinionated. 
Act hastily and impulsively. 
Lend money readily. 



Be a good listener. 
Avoid too much borrowing. 



Pay back what you borrow. 

Be careful how you repeat gossip and quote names. 
Refrain from giving unsolicited advice. 



Respect the other person's religion. 
Be sarcastic and suspicious. 
Learn to smile and be cheerful. 



Criticize when it is necessary and do it kindly. 



Use excessive flattery. 



Refrain from "double crossing." 



Dreas neatly and suitably. 

Respect the rights and property of others. 

Be a "yes" person. 
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CROSSWORD PUZ2LE 



The purpose of the crossword puzzle is to help you review some of 
the personality traits nece88ar>' for good interpersonal relations on the 
job. 

Try to complete as niuch of this crossword puzzle as you can. You 
should be able to at least get 40% of it filled in correctly. 



ACROSS 

1. Reliabl ' at all times 
6. Practically never ill 
9. Obey orders 

10. Forcefully say and do the 
right thing 

11. A smart student is 

13. I am very in xrnr work 

14. Change negative statements 
to ones 



15. Develop positive 
toward one's work 



16. An example of a good work 
attitude is . 



DOWN 

3. Your appearance should always 
be clean and 

4. Strong ties that bind you to 
your employer ce.uses you to 
be 



5. You have to be 



to 



changes that take place 

6. Never tell falsehoods (lies) 

7. Work well with others 

8. Continuously working 



11. Takes 



to attempt work 



beyond that required 
12. Unselfish spirit towards others 



o 
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CROSSWORD PUZZLE ANSWERS 



Student Materials 
Student Information Sheet 



ACROSS 



DOWN 



I . DEPENDABLE 

6. HEALTHY 

9. OBEDIENT 

10. TACTFUL 

11. INTELLIGENT 

13. EFFICIENT 

14. POSITIVE 

15. ATTITUDE 

16. ENTHUSIASM 



3. NEAT 



4. LOYAL 



5. ADAPTABLE 



6. HONEST 



7. COOPERATE 



8. INDUSTRIOUS 



11. INITIATIVE 



12. GENEROUS 
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BUSINESS RELATIONSHIPS 
CASE SITUATIONS TO ROLE PLAY AND DISCUSS 

1, In Conmi»ny A everyone Is on a first name basis , including the manager. 
John is new on the Job, How should he address his co-workers? Give 
reasons for your answers. 

2. The working hours in Company A are from 9 to 5, with two 10-minute coffee 
breaks and one hour for lunch. John has a scheduled deadline to meet 
and works better in the morning. He prefers not to take his scheduled 
morning break. Since he brings his lunch, he does not need an hour to 
eat. By afternoon, he gets so bogged down that he's ready for a 

longer break. What should John do? 

a. Take a longer break in the afternoon. 

b. Take his breaks as scheduled even though he is more productive in 
the morning ajid risk meeting his deadline. 

c. Finish his work early and leave. 

d. Other suggestions. 
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What values do you place on the personal attitudes, traits, 
and characteristics which make work and relations with 
others easier? 
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MONEY (N THE BANK 




O 77 
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ARE YOU WILLING TO: 

1. Accept existing group standards? 

2. Avoid existing frictions, feuds, and cliques? 

3. Accept existing conflicts of personalities? 

4. Accept difficulties of work with grace? 




uriff cumm oiv. cum. mm 'tff-ft 

O 79 
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QUESTIONS TO PONDER 

1. Do you get along well with your parents and other adults? 

2. Do you find something interesting in most of your classes? 

3. Do you feel that you have nothing to offer, that you are nobody, 
that no one can help you? 

4. Do you find that your teachers usually seem satisfied with what you 
do? 

5. Do you practice courtesy, modesty, and good manners at all times? 

6. Do you find it easy to talk with and get along with the opposite sex? 

7. Do you take suggestions regarding your personal improvements? 

8. Do you take every opportunity to meet strangers and make new friends? 

9. Do you consider the other person's feelings and wishes? 

10. Do you take a realistic view of your good and bad points? 

11. Do you make a real effort to read widely and learn new things? 

12. Do you practice the golden rule :n your relations with others? 

13. Do you make a practice of being clean and well-groomed? 

14. Do you try to set an example for others in everything you do? 

15. Do you try to be an outgoing, friendly person toward both sexes? 
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CAN YOU CONTROL YOUR NEGATIVE EMOTIONS? 

Plan your self-control campaign. 

1. Identify your negative enotlons. 

2. Determine when, how, and why they occur. 

3. Determine the necessary measures to control. 

4. Apply remedies and actions for controlling and correcting. 




Titffc|t, eumn ptv cnrn. w k. - 
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WHEN YOU WANT 70 CHANGE JOBS 

1. Plan your exit. 

2. Leave in a business-like manner. The job you leave becomes a part 
of your work references. 

3. Give a minimum two-week notice. The company may need time to 
find a replacement or prefer that you remain to train the person who 
takes your place. Some companies prefer that the employee giving 
notice leave at once, in order to maintain the morale of the other 
workers. 



4. Interviews for a position with another company should be conducted 
on the employee's own time—during lunch or after five o'clock, for 
example. 
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Trainee__^ ^ate 

Job Simulation Activity 

Evaluation 



EMPLOYER-TEACHER EVALUATION 

instructions : Please rate the trainee on each of the competencies 
(abilities) listed below. Rate by placing a check mark in the appropri- 
ate column to the right of each competency. Use the following as a basis 
for rating. 

X — No chance to observe 3 — Above average 

1 " Below average 4 — Excellent 

2 — Average 5 — Superior 







1 


2 


3 


4 


5 


Accepts and carries out responsibilities 














Attitude toward vork; use of work time 














Adaptability; ability to work under pressure 














Speed and accuracy of work 














Attentiveness to work bein^ done 














Promptness in reporting for work 














Care of work space 














Care of materials and equipment 














Observing • Imagination 














Attitude toward customers 














Attitude toward fellow workers, supervisors 














Personal appearance, grooming, fitness 














Initiative 














Enthusiasm 














Cheerfulness* friendliness 














Courtesy, tact, diplomacy, manners 














Helpfulness 














Honesty, fairness, loyalty 














Maturity, poise, self-confidence 














Patience, self-control 














Sense of humor 














Selling ability, personalitv for selling 














Total 
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JOB SKILLS 


X 


1 


2 


3 


4 


5 


Knowle<?^e of merchandise 














Mathematical ability 














PcHimanship 














Speech, ability to convey ideas 














Stockkeepina ability, orderliness 














Use or ^ood English 














uesxre scfrvG 














Like j>eople, not a fear of people 














Fill orders 














Check incoming freight 














Mark merchandise for sale 














Use an adding machine 














Write sales slips 














Make sales 














Total 















Rating for liabilities: 

X — No opportunity to observe 3 — Frequently noticed 

1 " Not noticeable 4 — Highly noticed 

2 — Seldom noticed 5 Pronounced 



LIABILITIES 


X 


1 


2 


3 


4 


5 


Annoying mannerisms 














Familiarity 














Making excuses 














Tendency to argue 














Tendency to bluff or "know it all" 














Tendency to complain 














Total 















PLEASE FEEL FREE TO WRITE COMMENTS BELOW 



Evaluated by 
Position 
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THE BUSINESS CO., Inc. 

2 WORK ST Phone 200- 1234 
LEXINGTON. KENTUCKY 40503 



PAY 




IHI tUS 



BANK OF tEXINGTON-LEXINGTON. KV 




TNI 8U$»NISS CO . . •«« 
^^•.k St 2001134 

LEHINOTON, KEnTUCKV 40SOS 



TMil li A tTATEMCttT 0^ MVMCMT 0« 
A f TATKMeSr or EAffMll^i AMS> dKOUCTIOHf 
PLCAiC DCTACM W»t CAINfttf 



Employee's Withholding Allowonco CortHlcato 

The explanatofy malarial below will help >ou determine your connect number ;l*|«Jj^Jf^ 
aUowawS^wnSllnd^ whether you fhouW complete the new Fdrm W-4 at the bottom ol 
this page. 

How Uutf WWihoWtof AUowancM May You Claim? 

PfMM uM ttw Khadul* bttow to <l«ttnnln« th« numbtr of tlWrntncM you nmy ctalm for twt «<«''»Wliit purp^ 

Mm* atiowmeM wHh mof« th«n on* omploytr vt fr- umt Win*; If J^HVjTT^'^.'iS^^ 5l«rthS 
art emptewd. you may fwt claim th* sam* allowncai '^th your emptoytrs at th* aam» timt. A noorwW«it aiian otnar 
than « fwWant of Canada, Maxico or Puarto Rico may claim only on* p*rtonaJ all owanca. 

~ ngure Your Total Withholding Altewancet Betew 



(a) Allowanc* for younalt— tnt*r 1 

(b) /Ulo*»»nc* for your »»«• (hu«band>— antw I 

(e) Allowane* for your af*— 4f 65 or o^m—tAtr 1 

(d) Altowanea for your wtf*'a (huiband'a) af*— if 65 or ovw^-antar 1 

(•) MiOMmc* for bUndnaat (yourHitf) ■nt ar 1 

(f) AHoMnc* for tXindnoM i^f or huaband)— anttr 1 J * J,„ L 

(g) MUmtneHt) for d«p«Mknt(*>-you ara ontitlad to dalm an altowanea for aach dapwMlant you w<a b* aW* 
to claim on your Fadoral Ineom* tax rttuw. Oo not (nduda younalf or your wifa (twaband)* 

(h) Spaeiai wrthhoWJng a!lo*anca-lf y«i hava only on* job. and do not hava a iirtfa or huaband wbo wwfca- 
anttr 1 

(i) Total— add llnaa (a) throuib (h) abow ^ ' 1 ' ' !, J /»' J 

If you do not plan (9 ftamtt* daductfona on your /«»ma tax faturn, an«ar tfia numtm nhomt on Hie* (I) on 
Um i. Form bafow. Skip lltm G) and (k). 

Q) A«o«»«nca<*)forttamii*ddad«ctlon«-4fyoudoplantoltanilxadaduel^ 

tfia numbar from Una 5 of iwr*»h*at on back 

Oi) Total— add llnaa (I) and 0) •bova. Entar bar* and on Hna 1, Form W-4 brt«w 



Of cilt yoiif tocpl Initfnl fifvwMO >#fv*ce omc<» 

See TaWe and Woriisheet on Back If You Plan to Hemiie Your Deductlonf 

*'**''*^I^fl!Irth^ to ona or mof« altewneaa In addition to thoaa ^^^•J'IIZ^^S^SLS!!^ 

Will £withh«U>o«m«yiiMthtMm# form to liKf^ aiiwifiKW w iino * «ir 

by B$klnt for MidittontI withholdinff on lint 2 or both.) 

▼ Clvtthtlwttompwtofthlffomtoyciurfinplo^ ▼ 



(Hov. Aus- ItW 
Typo or phtt youf fuH nomo 



Employoo'o Withholding AUowonco Certifloato 

muacartWcatatafaflncawataK MIW ia re tpufpaaaa 

only: it wmat* In aWtcl uwW yow c*»W t) 



Moma <Wu«*ar and itrart Of wialmiK*) 



City or town, Hat* and ZIP coda 



Marital ilatua 



I Total mimbar of aliowaneaa you ara elaimlni 



g /hhltttonal amount If any. »o » >««nt d#dtictad frof.- aach pav trf vour amplovar airaaa) . 



i 



gitifliiti 



oMor 



not ox«m4 tho 
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BEST COPY AVAILABLE 

What If You Remise Deductions? 

if you expect to itemize deductions on your income tax return, you miy be entitled to claim one or more aciditioni 
withholding allowances on line (j) on page 1. You may claim one additional withholding allowance for each $750, wfraetio 
of $750, by which you ex^t your itemized deductions for the year to exceed the amounts shown fn columns (A)» (B)« 
(C) below. 



CitimiM Single wHhm^T^ fnitUnd mJ^iSSw^mm 

uiMti9%§n4 cmptoyMe or Auiftand and emptoiiees Mftiiegie 

w^pta (with one ioi)) )f notwoftttii) mote nan one Jato 

m m jQ 

Under $8,000 $1,700 $1,700 $1,700 

$8,000—10,000 1,800 1.800 2.000 

10.000—12,000 2.200 2,200 2,700 

12,000— :«^,000 2,400 2.400 2,700 

15.000—20.000 2,400 2,400 3.300 

20.000—25.000 2.400 2.400 4,000 

25,JOO— 30,000 2.900 2,400 4,900 

30,003— •35.0i>^! 3.800 2.400 5,900 

35,0O>— 40.0L:' 4.900 2.700 6,900 

40. HIO— 45,00t^ 6.400 3,500 7,900 

45.000—50.000^ 7.900 4.500 9,100 

' If yoL'f '^T>„M* ^^t^ry or wign tfKCMfIt 150,000. you may cUtm on« •dtfittontl withrMldtng «ltow«n«« for ttKh $750. or fractlM of $7S0/ ey vrf^e 
your t»pet{e<5 \cmtg^ cJ«dL(ctjnni wiil sKCffM th« ioHowtng A fifigl* •mpfoytf wflti cn# iob— 19 p«fe«nt of Annual ftAlary or A marrt* 

•mpteyvK With on* |ob whoto wtfo or hutband i% not woriimg->*l3 parcont of annual Mlary or «MLff A mgrrlad amoloyM wtiOM ^itm or hoiSaiHl ' 
a(to MrOffctng. or mn tmp jyta ¥¥ho hotdt mora than ona |ob^22 pareant of tha combinatf or total annual aalery or «vtKa»< 



Determinmg Withhotdifi^ Allowances For Itemized Dectuctions 

The worksheet below ....i be helpful to you in determining whether your expected itemized deductions entitie>you 
cfaim one or more additional withholding allowances. 



Worksheet 



1 Total estimated annual salary or wases (from all sourcet ) ....1^1$ 

2 Total expected ttemutd deductions for the year 


2 




3 Appropriate amount from column (A). (B). (C) or footnote I. above 


9 




4 Balance. Subtract ima 3 from Ime 2. (If "0" or less, you are not entitled to additional allow- 


4 


« 


5 If the amount on line 4 is; 

EnttfO^v Eattrim Citifie 
Bc^wfM lira 5 Batma Rna $ Metea ttaa S 

f<V-.$750 . . I 12.251—13.000 . 4 W.505— S5.250 . 7 
751—2.500 . . 2 3.001— 3.750 . 5 5^51*-* ^000 . 8 
X.501— 2.2S0 . . 3 3751— 4.600 . 6 6,001-- 6.750 . 9 

Note; If th9 amount on Ime 4 is ovtr $6,750 you gat 9 al/owanees. plus 1 a//owance for each 
$750 or frsciion thereof by which the emount on Une 4 exceeds $6,750, If the beU 
ence on Ime 4 is ies% then "0." you may be havmg too little tex withheld. You can gen- 
eretiy evo^d thts by claiming one fess sUowence (then the totsi number to which you ere 
entitled) for each S750 by which the e^timeted deducttont on line 2 ere /ess than the 
^^mount on Ime 3. 




^8 Enter mii B 

mimber en 
« UneOI, m 

m 1 



If You Need IMore Detailed Information, Sea the 
Instructions that Came with Your Last Federal Income 
Tax Return or Call Your L jcal Internal Revenue Office. 
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Pfinf fi#n *%otnm . 

Print oddr««f 



OEPARIMENT OF REVENUE - FRANKFORT. KENTUCKY ^^T^" No. 

EMPLOYEE'S WITHHOLDING EXFMPT^ON CEr^TlFICATE 

S0e<«t 5«cvrl»y No. 



EMPLOYEE: 
FH« (ttif form with ysur 

ineom* tax from your 

EMPLOYER; 

K«op H^it corfifieot* 
wit^ yovr rocordt. If rh« 
•Nipl^y** it b«{iOvod fo 
H«v« cislmod too mor 
•it«Ription»» fti« DopoH- 
m^fif of R«ron4i« thould 
b« to odvf»«d. 



I CERTIFY «^«f nwmb#r 



HOW TO CUAIM YOUR WITHHOLOIKO EXEMPTIONS 

M SINGLE, o«d you cloim on •■•mptJon, wrifo "V*. H yow d^ not, wrlf» "0** 

M MARRIED, ono Ottvmption oach for hutbond ond if clalmvd on •nof^of c«lific«t«« 

(o) If you claim both of th«i« •»ompfion», mf\fm "T' ) ^ ^ ^ ^ 

Cbi If yov cloim ono tl ih»i» •«onipf*on», •mf» "I** >•■■ "• 

(c) If you clolw noifh»r of thoto •itmptioni, mr^fm "0") 

EMmption» for 090 o^d bhndno»i C«pplic«blo only to yoo <wd fOvf %vif» bof Mr lo di p » wd ntf)t 

<«) If ycu or your wifo will b* 65 yOOft of os* o' if o ond of ffio yMr« «Nd y«v clolw fhlf OMMfHoiv 

wti?o if botf^ wfll bo 65 Of oldor, onH you cloim b' -ffi of ifioso •••^t^owo, wrlto**Jr . . • . — ' " 

(b) If you or your wifo oro bUnd, ond you doiw tfiU o>iO#» #»l0«, wrlfo "I if both ofO ono yo« Cloim 

botf> of fhoio •iiO(nption», wrHo "T* • • " ' ' 

If you clo^m OMomptioni for ono or wor* d«f>ond«nt», writ' H» mMibor of •ucH tMOWpflono, <0o not cloim 

OMOwptlon for o dopmdwvt unlof • you oro ^ollfiod undo {otffvction 3 on offiOr sldo.) . . . . » jmbb 

Add ffio numbor of onowptiont you HovO cloimod tts^w ond iwito 4ho fotfti t ■ ! 

Adt'ttionol wiffiholdinfl pof poy poriod undmr ogrooo«ont m^lh omployor. $00 IntUvdlon ' »» » % 

"Srirthholdlna OKomption.^lmwiod o^TiSIi cortificoto not OKCOod ifco mHobof to ^»ch i *w on«tlo#. 

, J9 (Signod) ^ 



1. NUMBER OF EXEMPTIONS—Do «ot clo.m moro thon 
tho corroct .^umtor of oxomptiont. HowOvOr, If you OKPOCf to 
owo «iofO mcomo to« for tf^O yor thon will bo -withhold yov 
eloim o^ory oifOmpfion to wh.ch you oro ontitlod, you moy 
iftcrooftO tho ivjthholdmQ by cloimmg o tmolfor numbtr of 
OKOmpttont Of you may ontor mto on ogroomonf with your 
•mployor to hovo odditlonol omountt withhold. 

2. CHANGES IN EXEMPTIONS.- You moy filt o now 
coftificoto ot ony timo if tho numbtr of your oK«mptien» 

JNCREASES. 

You mutt filo o now coriificoto within 10 doyi if tho numbof 
of o>romption$ provioutly clo.mod by you DECREASES ^o' 
of tho fo!lo«^in9 rootent: 

Y^,*^f w.fo (or hutbond) for whom you hovo boon cloiming 
•xomptton divorced or logoHy soporotod, or cfo.m* hof (of 
hii) own Oiiomptton cn o foporot^ coftifjceto. 

(b) Tf^o support of o dopondont for whom you cloimod 
oiiomption H tokjtn ovor by tomoona ol»o, to that you no longor 
oxpocf to furnifh i^oro thon holf tho support for tho ytof. 

OTHER DECREASES •«tmption, ourh ot tho dootfi of o 
^iU or o d#K«n<^»nf/ not offoCt your withholding untM tho 
noKt yoor, but roq(;iro tho filing of o now cortificato by 
Dofiombor 1 of tho yoor m wh ch thoy occur. 



For lufthof infofmotien obowt chongoi in osompfion itotwi 
r^iufttng from mofficgo, divorco, lo«ol ioporotion, bjrth, tftoth, 
,,ow dopondont*, mu., -conoult tho Oopoftmonf of Rovonvn. 
Fronkfoff, Kon?ucky 40601. Of your twployof. 

3. OEPENDENTS.-'To quolify your dopondont (Uno 4 
on othor fido), o pofion (0) mwtt rocoivo wOft thon ono^olf of 
hit or hor owpport from yo« fo^^ fho yoor, oml (b) muit not ^ 
clolfrotJ Of on onompfion by •w«h pofooit'i ^lufbond o* wJfo, ond 
(c) mvtf bo 0 Citi<on of tho Unlfod Sfotoo, or o rooidont 01 jhs 
Unitod Sfofoi, Conodo, or Moxico. ond (d) muit bo rolotod to 
you Oi foliowf: 

Your fen or doughtof (Including logolly o^optod cfilldrtit), 
or fKoif dofcondofttf, ftopfon, ftopdougblor, fon-ln-fow, or 
doughtor*ln«low; , . . . . 

Your fothor, mofhor, or oncOftof of oltHor. ffopfofhor, 
• topmotbof. fofhofln*low, or *tiothor-in.tow; . ,1 * . 

Your brothof, f If tor, ffopbrofhof. ftopflftOf, >»olf bf othor, 
half fiicfof, brothor-ln.low, or f If tofln-low; 

Youf wncio, aunt, nophow, or nioco (but only If rolotod by 
blood). 

P6NALTIES.-P#«oltlof oro Impofod for willfully 
supplying folfo Informotlon or wUllwl folluro to fi^pply Mfor- 
motion which would roduco tho withholding o»ompt*on. 



A '^lf curr cntr^vK • nu-a 
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TIME TICKET 

SufjJojw'iNo^^ . 
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Transparency Master 
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IMPORTANT FACTORS AFFECTING WORK HABITS 



1. Absenteeism 

2. Punctuality 

3. Stallingor loafing on the job 

4. Using company time for personal matters 

5. Borrowing company equipment, supplies, or money 

6. Good physical and mental health 




CAN YOU THINK OF OTHERS? 
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GENERAL BEHAVIOR PAHERNS ESSENTIAL 
TO KEEPING A JOB 




1. Common Courtesies 

2. Sincerity 

3. Tactful ness 

4. Cheerfulness 

5. Willingness to Assume 
Responsibility 



.greeableness 
ienerousness with 

-Time 
-Praise 

-Thoughtful ness 

-Kindness 

-Smiles 

-Understanding 

-Empathy 

'-Work 

-Effort 
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WHICH IS THE 
"FACE OF SUCCESS ? 



MORE, CURR Dew. CNrR.,U.K-Sf«-*7 
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Transparency Master 




woRe, cuffs x>ty CNTH.oiK' 
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Transparency blaster 
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vransparettcy Master 




THE POUTER 
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Transparency Master 
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Traiuparency Master 
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Transparency Master 
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GETTING ALONG 
WITH OTHERS 
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GETTING ALONG 
WITH OTHERS 




9Wf N«. CUf?ir DCV CMTR. 0.t<. 9^-10 
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Transparency Master 



PERMANENT 
CHARACTERISTICS 



THAT MAKE YOU AN INDIVIDUAL 

AND 

DETERMINE HOW OTHERS 
RESPOND TO YOU 



91 O CVdIf.DiV. C«T«. U.H.-M»-f^ 
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FRIENDLINESS 
SINCERITY 
HONESTY 
TOLERANCE 


ATTITUDE 


RESPECT 
LOYALTY 

THOUGHTFULNESS 
ENTHUSIASM 


GROOMING 
POISE 


APPEARANCE 


PERSONAL HYGIENE 


ABILITY TO GET 

ALONG WITH OTHERS 


SOCIABILITY 


MATURITY 


CONFIDENCE 
EMOTIONS 


MANNERISMS 


VOICE AND SPEECH 


INDUSTRIOUSNESS 
COOPERATIVENESS 
WILLINGNESS 


AMBITION 


INITIATIVE 

PERSEVERANCE 

ACCURACY 
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HUMAN RELATIONS 
ON THE JOB 



• £XC(/S£S 

• OOSS/P 

• PJSPOr£3 

*£r/ci(/£rr£ 




£/Vr//^/S//^6Af 

MA/£sry 

• TAcr 
. c0£//^r£sr 
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r 




a WITH THE BOSS 
(think) 




Z. WITH CUSTOMERS 

(ths maaf of suceait) 



1. WITH COWORKERS 

(gerf your foojf in •fhe door.) 



^^GETTING ALONG 



« cuff n o»v, CNT»,, u K - fir*-*' 
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WHY PEOPLE 
LOSE JOBS 




MISSING TOO 
MANY DAYS 



NOT FOLLOWING 
RULES 



JOB TOO HARD 
FOR THE PERSON 

TO DO 



JULY 


























X 






















X 


X 












X 


















X 























IN. cvttn oev cntw. vm, 0^9- a 

" no 
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WHY PEOPLE 
LOSE JOBS 




DISHONESTY 
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Transparency Master 



WHY PEOPLE 
LOSE JOBS 



COMING TO WORK 
LATE 




LAZINESS 




OweN<5. CURW Dev. cnrn., u.k . fl-w-s 
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Transparency Master 




wtNf. eunit otv. cwrif. u h - 899-3 
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Bulletin Board Idea 



ARE you DOTNGRADING >OUR FUTURE'' 




Proper rest is requirw? for yuu 
to perform a! vour best. 



PEOPLE ^ORM OPIMOfyS OF US BY THE 
WAY m ACT. 




IfT GOOD WNNERS BECOME A HABIT. 



Btjcoffie AA;»rp of the Mwe^sity for GcxxJ H^Dlts Pert^^lning tn 

--Cleanliness and personal hygiene 
'•Propter use of ddytime cosmetics 
•-Attractive Dusiness h^\r stvies 
-Well-kept hands ^nd nails 
*-Gocd pcstur(> 

--OfStMction ff<us^ Ciy qroommg on fht"' jot) 



'A 



HOW IS YOUK WORK POSTURE? 
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Learning Packet I 
HOW TO MAKE A GOOD IMPRESSION 



Prepared by 
Mrs. Ernestine Scott 
Boyle Co mty High School 



Instructions to the Teacher 

The purpose of this packet Is to provide an audio-visual learning 
experience concerned with the attitudes and personality traits which 
contribute to job success. It Is designed especially for disadvantaged 
students because many of them have undesirable qualities In these areas. 
It Is also recommended to help the handlc*xpped. become aware of what Is 
desirable. The packet Is designed for Individualized Instruction (to 
be used by one student at his own rate). U may also be used for group 
Instruction. Be sure to describe the packet and its purpose and give 
instructions to the students on how they are lo proceed. 



Materials Included 

The following Instructional materials are Included: 

a. Typed script for making a cassette recording 

b. Pre-test 

c. Series of Illustrations, correlated with *:he tape 
script » which may be used for making trans.iarencles 
or duplicated and bound together as a student booklet 

d. Post-test 



Objective for the Student 

Identify the attitudes and personality traits which contribute to 
job success. 
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Tape Script* 
MAKING A GOOD IMPRESSION 

To begin this lesson, please complete EKerclse 1 which your teacher will 
pass to you. This deals with the Importance of attitudes In the world 
of work. When you have completed the form, return it to your teacher. 
Stop the recorder now. IJhen you have completed the form and returned 
it to your teacher, start the recorder again. 

Look at Illustration 1 or Transparency 1 on "How to liake a Good Impression." 
It Is often amazing to see the different impressions people make on 
other people by their attitude. There are a few people who approach jobs 
and school with the attitude that there is a war going on. They are on 
the good side and all the employers and teacheirs are on the bad side. They 
appear to be ready to fight about auything: salary, working conditions, 
hours of work or deductions. Very few of these people are hired; or if 
they are, they probably won't hold their jobs very long. Some students 
fall to realize that the basic idea of getting a job and working is to 
make a contribution to a particular business or company and to receive 
rewards (salary) for their work. This is what it is f.ll about. One 
young person asked, "Once I get a job that I like, how can I make sure 
that I will always have it?" That is not an easy question to answer. 
There is very little that is guaranteed forever in this life. No one can 
tell you that you will always have the job you like. Things happen. 
Sometimes people are fired because they do not exhibit the proper attitude 



^Record a "beep" or warning signal on the tape as an indicator to 
Q change activities or refer to the next Illustration. 
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towards their job, working, or getting along with fellow employees. 
Success in your job will be determined largely by the way you are able 
to get along with other people. If you should ask the question, "What 
does It take to make it In the world of jobs?" the chances are that 
not many people could give you a complete answer. There is no special 
rule--no magic forTOula--to insure success on the job; but there are 
many requirements that are common to nearly every kind of job. These 
have to do with attitudes. Attitudes play an important role in the 
life of an individual. One's entire outlook on life Is expressed in 
his personal attitude. Basic personal abilities, salable skills, 
good work attitudes and education are all fine, important sounding words, 
but what do they mean? What exactly are some basic characteristics 
which make proper attitudes and personal abilities? Let's take a look 
at some of these. 

Cooperation (Tliastracion 2 or Transparency 2) 

Gaining the cooperation of others is extremely important to the 
person working. Take the initiative in being helpful; but do this 
because you want to, not because you want to be praised or thanked. 



Friendliness (Illusiration 3 or Transparency 3) 

Friendliness is the first key to success in working with others. 
One should smile and maintain a pleasant disposition regardless of the 
attitudes of others. 



Respect (Illustration 4 or Transparency 4) 

One should respect all members of his group regardless of social 
standing or ability. Each employee should recognize the dignity and 
worth of every human being. 
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Sincerity (Illustration 5 or Transparency 5) 

A person who is sincere is characterized by high moral principles 
and ntever makes the habit of misleading someone by concealing the truth. 
This quality is a must for success in any job. 

Enthusiasm (Illustration 6 or Transparency 6) 

Enthusiasm is as necessary to job success as breathing is to living. 
A person who is enthusiastic shows a lot of interest and concern for his 
job. 

Willingness (Illustration 7 or Transparency 7) 

Willingness to do what is expected of you and willingness to help 
others whenever possible will help you to realize success yourself. 

Tolerance (Illustration 8 or Transparency 8) 

A person who has tolerance has the disposition to be patient and 
fair toward those whose opinions or practices differ from his own. 
Many times on a job, you will find opinions and practices with which 
you differ. You must show patience with people even though you luay 
not agree with them. One should not be strongly opinionated toward 
a subject to the point of off trading others. Strong convictions are 
desirable, but no one has the right to force or impose his opinions on 
others. 

Interest (Illustration 9 or Transparency 9) 

To really enjoy your job, you must have an interest in what you are 
doing. You must become Involved in what you are doing. Participate 
because you are inte vested. A person who is not interested in what he 
is doing will do a poor job. 
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Loyalty (Illustration 10 or Transparency 10) 

One should never carry idle tales to the boss or fellow employees 
if he expects to be accepted by everyone. A person who tells the boss 
confidential statements of others will not get along well in most job 
situations. Disloyalty often leads to job failure. 

Honesty (Illustration 11 or Transparency 11) 

Honesty is a requirement for job success in all situations. A 
person must be honorable and upright in principles, intentions, and 
actions in order to be trusted. No employer will keep an employee that 
he cannot trust. 

Maturity (Illustration 4 or Transparency 4) 

Maturity is many things. It is the ability to base a judgment on 
the big picture— the long haul. Maturity is the ability to stick with 
a job or situation until it is finished. The person who is constantly 
changing jobs and changing friends is immature. He can't stick it out 
because he hasn't grown up. Maturity is the capacity to face unpleasant- 
ness, frustration, discomfort, and defeat without complaint or coiiapse. 
The mature person knows he can't have everything his own way. 

Appearance (Illustration 13 or Transparency 13) 

Your appearance is an important factor in job success. You should 
always be neat, clean, and appropriately dressed for your job. A sloppy 
dresser is usually a sloppy worker. 

Poise (Illustration 14 or Transparency 14) 

Poise is the ability to hold yourself steady and remain composed in 
any situation. A person who panics easily or becomes frustrated easily 
will not be able to perform his job well. 
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Initiative (Illustration 15 or Transparency 15) 

A person who is capable of taking initiative is one who has 
the readiness and ability to siart a task on his own. He is the leader 
and he doesn't have to be told what to do next. This quality will help 
anyone attain job success. 

Accuracy (Illustration 16 or Transparency 16) 

Accuracy is the quality of being exact or correct. This is ab- 
solutely necessary in any job. You can't go very far in the world of 
work without accuracy. For exaniple, a shipping clerk who misdirects 
packages because he can't read address numbers correctly won't last 
long on the job nor will a waitress who overcharges her customers for 
their meals because her addition is poor. 

Dependability (Illustration 17 or Transparency 17) 

Dependability means living up to your responsibilities. The world 
is filled with people who can't be counted on: (1) people who never 
seem to come through in the clutches, and (2) people who break promises 
and substitute alibis for performance. They show up late or not at all. 
They are confused and disorganized. Their lives are a chaotic maze of 
unfinished business. Do you mean what you say and say what you mean? 

Perserverence (Illustration 18 or Trani=iparency 18) 

Perserverence is the ability to snick with a situation until it is 
finished. For continual job success, you must maintain a purpose and 
stick to it steadfastly. 

Thought fulness (Illustration 19 or Transparency 19) 

Being thoughtful is the ability to take thought for the comfort 
^ and good of others. It often means providing little attentions, 
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offering services, or in some way being cotiSiderate. It means being 
careful not to hurt the feelings of others. Whenever possible, one 
should help others to achieve success. 

Industriousness (Illustration 20 or Transparency 20) 

Industriousness is the quality of being hard working and diligent. 
A person who is diligent puts forth a constant effort to accomplish 
something. He is attentive and persistent in completing his work. This 
quality is a muse if you are to be a success in the business world. 

Ambition (Illustration 21 or Transparency 21) 

As an employee, you have an obligation to yourself to not just put 
in your time every day with no goals to work toward. Set high goals for 
yourself and work hard to achieve these goals. You should do your best 
to achieve the skills necessary to make you a success on your job. Once 
you have developed the skills and attitudes you desire, you should use 
them properly. This will lead to promotions. Many people who have 
started out in very minor jobs have worked their way up to be the manager 
or the owner of a business. If you are ambitious enough, this could 
happen to you. 

Listen (Illustration 22 or Transparency 22) 

One should be conscious of the importance of listening carefully 
to the opinions and comments of others. Many people are adept at express- 
ing their own opinions. Few know the true meaning of listening to others. 

Pride (Illustration 23 or Transparency 23) 

Pride in work is being able to put forth your best efforts so that 
you can take pleasure and satisfaction from it. In your job the amount of 
success gained will depend upon how much pride you have shown in your work. 
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Summary 

In conclusion, remember, an employer can provide jobs, certain 
favorable conditions, and rewards for his employees. But, this does 
not necessarily mean that the employee will succeed. What does this 
mean to the employee? It means that he will be largely responsible for 
his own success or failure. It is up to him to recognize the character- 
istics required for success in his job. 

Proper attitude and personality traits are of key importance to 
young workers; the lack of them is one of the most fre<juent causes for job 
failure. Success in your job is based not only on your ability to 
perform the job but also on your attitude toward your work. Success 
is based on knowledge, skill, attitude, appearance, speech and action. 
Hemember, the advantages possessed by the young worker who does develop 
a fine character and attractive personality certainly make the effort 
to develop them worthwhile. These characteristics do not come by 
simply mGiHorizing facts but by constant practice of better habits of 
thinking and acting. The job is up to you. 

At the beginning of the lesson you completed an exercise on the 
lmporf:anc3 of attitude in the world of work. By now, you know attitude 
and personality go hand in hand. To help you recogni2se your strengths 
and weaknesses in these areas, please complete Exercise 2. Stop the 
recorder andtake this Exercise from your teacher. This completes the 
learning packet on "How to Make a Good Impression on the Job.** 
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EXERCISE 1 
THE IMPORTANCE OF ATTITUDE 



Place a plus (+) sign in the blank before the statement you feel describes 
a characteristic that relates to success on the job. Place a minus (-) 
sign before those you consider to be poor. 

1, Considers what is good for or helpful to others 



2. Never makes excuses 



3. Unable to see the other person's point of viev 



4. Seldom criticizes others 



5. Tries to force his ideas and opinions on others 



6. Rarely smiles 

7. Unwilling to change 

8. When talking with another person, looks him in the eye— but 
does not try to stare him. down 

9. Few interests, is often bored 



10. Smilps easily 



11. Accepts responsibility for mistakes 

12. Complains about nearly everything 

13. Often makes excuses 



14. Has a variety of interests 

15. Unwilling or unable to look the other person in the eye 

16. Willing to change his ideas, dress, behavior when appropriate 

17. Very critical of others 

18. Blames others for own mistakes or shortcomings 



19. Able to see the other person's point of view 
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,20. Thinks only of himself: "What's In it for me?" 

21. Almost never complains 

22. Respects the ideas and opinions of others 
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EXERCISE 2 
PERSONALITY INVENTORY SHEET 



Directions: Opposite each personality trait, enter a score using the 
following scale: 5 points - excellent; 4 points - good; 3 points - 
average; 2 points - below average; 1 point - poor. Be as sincere, 
honest, and frank as possible. 

BELOW 

TRAIT EXCELLENT GOOD AVERAGE AVERAGE POOR 



1. Posture 

2. Facial expression 

3. Health 

4. Grooming 

5. Dress 

6. Mannerisms 

7. Speech 

8. Body control 

9. Intelligence 

10. Initiative 

11. Industry 

12. Dependability 

13. Enthusiasm 

14. Sincere interest in others 

15. Honesty 

16. Court o«y 

17. Manners 

18. Respect for others 

19. Emotional control 

20. Self-confidence 

21. Integrity 

22. Loyalty 

23. Desire to work 

24. Acceptance of change 

25. Ability to decide 

26. Ability to accept criticism 

27. Tact 

28. Cheerfulness 

29. Alertness 

30. Obedience 

31. Consideration for others 

32. Cooperativeness 

33. Accuracy 

34. Good memory 
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Transparency Master/ 5 
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Transparency Master/8 
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Transparency Master/ 10 



LOYA LT Y 
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Transparency Master/ 13 



APPEARANCE 
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Transparency Mastcr/lS 




Packet One 

Transparency M«8ter/16 



ACCURACY 
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Transparency Master/17 
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Transparency MasterA" 



PERSEVERANCE 
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Transptsrency Master/20 




Packet One 

Transparency Ma8ter/21 



AMBITION 
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HOW TO KEEP A JOB 



Prepared by 
Mrs. Ernestine Scott 
Boyle County High School 



Instructions to the Teacher 

The purpose of this packet is to provide an audic-visual learning 
experience which will help the student understand and remenjber some simple 
rules he must follow in order to keep a job. 

The packet may be used for either group or individualized instruction. 
Before using it in either situation, be sure to describe the packet, make 
the objective to be attained clear, and give complete instructions on how 
the student is to proceed, mien the packet is to be used by one student 
at his own rate, you may wish to duplicate the illustrations and staple 
them together in booklet form rather than have the student use the over- 
head projector or view from the illustrations directly from the transpar- 
encies. 



Materials Included 

The following instructional materials are included: 

a. Typed script for making a cassette recording 

b. Pre-test 

c. Series of lllustiations, correlated with the tape script, which 
may be used for making transparencies or duplicated and bound 
together as a student booklet 

d. Post-test 



Oblective for the Student 

List ten rules which one must follow in order to keep a job and tell 
why following them is necessary. 



149 



Learning Packet 2 — Tape Script 



TAPE SCRIPT* 
HOW TO KEEP A JOB 

Introduction (Illustration 1 or Transparency 1) 

You got the job. You start tomorrow, and right now you feel as if 
butterflies are having a party in your stotaach, You are wondering: Will 
I like it? Will they like me? Can I do the job? Relax, your new boss 
must have thought you could do the job or he would not have hired you. 
He wants you to work for him. He wants you to do well, and you will if 
you follow a few simple rules. How many of these do you already know? 
Stop the tape and complete Exercise 1. 

Look right for the job . (Illustrations 2 & 3 or Transparencies 2 & 3) 
Fancy party clothes or jazzy sports clothes are not right for business. 
The rule here is clothes that are simple, clean, and neat. That also goes 
for hairdo, haircut, makeup, fingernails, shoes and shaves. 

Be on time, coming and going. (Illustration 4 or Transparency 4) 
People who come in late, take long lunch hours, or leave early are 

cheating the boss of work time for which he is paying. Don't think he 

won't notice. He'll remember when you ask for a raise. 

If you can't come to work, call the boss and tell htm. (Illustration 
5 or Transparency 5) 

No business can operate without wrkers. Your boss needs to know if 
you can't be there so that he can get somebody else to do your work for 
that day. 

,9^ *Record a "beep" or warning signal on the tape as an indicator to 

^ change activities or refer to the next Illustration. 
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Do the vork that has to be done , (Illustration 6 or Transparency 6) 
Every job has parts that aren't fun. Some secretaries hate to file. 

Some mechanics hate to clean up and put away tools. Just remember, your 

work isn't finished until every part of it is done. 

When you're at work, work! (Illustration 7 or Transparency 7) 
Horsing around, taking other workers' time with conversation, or 

making personal phone calls takes time away from work. Business hours 

are for business. 

Be polite to everyone. Get along with people . (Illustration 8 or 
Transparency 8) 

Keep your temper even if someone is rude to you. You will notice 
that the nicest people you work with are the ones who are always ready 
to help. Be like them. 

Do what you are asked to do . (Illustration 9 or Transparency 9) 
Your boss may ask you to do something that is not the work you 
think you were hired to do. It happens to everybody. Don't argue about 
it. Just do it as well as you can. You might learn something new. 

Get to be good at your job . (Illustration 10 or Transparency 10) 
Learn to do it fast and well. When your employer needs someone 

for a better job he will probably consider one of his workers for it. 

If you have done your job well, you may get promoted. 

Be able to take instructions . (Illustration 11 or Transparency U) 
Don't think you know more than your boss. Remember he's been on 
the job a lot longer than you. So, if ^is instructions seem strange to 
you, don't say: "That's not the way we learned it In school," Do it 
his way. 
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Be able to take criticism , (Illustration 12 or Transparency 12) 
Don't think your boss is picking on you if he tells you you're 

doing something wrong. He wants you to succeed on your job. The 

chances are that what he tells you is for your own good. 

Rules to Remember . (Xllustratf "Jn 13 or Transparency 13) 
Let's go over the rules to remember in keeping a job so that they 
will be clear in your mind. If you have not copied each rule, please 
do so now. Copy the rules in the order in which they are presented on 
the summary sheet. You may use these to assist you in answer i~ Exercise 
2 which will follow this summary. 

RULES FOR KEEPING A JOB 

1. Look right for the job, 

2. Be on time coming and going, 

3. Do the work that has to be done. 

4. When you are on the job— work on the job, 

5. Be polite to everyone. Get along with people, 

6. Do what you are asked to do. 

7. Get to be good at your job, 

8. Be able to take instructions. 

9. Be able to take criticism. 

10, If you can't come to work call your boss and tell him. 
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EXERCISE 1 
RULES TO FOLLOW 



Instructions: Complete the following exercise. 

In this unit, we will cover a few simple but very important rules 
necessary for you to follow to keep a job. How much do you already 
know about what is correct and incorrect conduct? Write down as many 
as you can think of that will be necessary for you to follow to stay 
hired! 

1. 

2. 

3. 

4. 

5. 

6. 

7. 

8. 

9. 

10. 

Keep this exercise until you have completed the unit. Then come back and 
check your answers. Add to this list any new job rules that you have 
learned . 
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Transparency Master/8 




?Aek6t Two 

Transparency Master/9 
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Transparency Master/12 




Packet Two 
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RULES TO REiVlElVlBER 




Look right for the job. 
Be on time, coming and going. 
Do the work that has to be done. 
When you're at work, work. 
Be polite to evef7one. Get along 
with people. 

Do what you are asked to do. 

Get to be good at your job. 

Be able to take instructions. 

Be able to take criticism. 

If you can't come to work, call your 

boss and tell him. 



IN 



KEEPING A JOB 



er|c 
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EXERCISE 2 
KNOWING WHEN A RULE IS BROKEN 



Instructions: Read and complete the following exercise. 

How well do you understand what you have Just seen and heard about 
keeping a job? Can you spot the rules being broken In the following 
statements? Put the number of the rule on the line by each statement* 

1, "Mary punched vsy time card for me yesterday when I was late, 

so today I'm doing It for her." 

2. "Sorry I couldn't call to tell you I wouldn't be In yesterday. 
Hope It didn't cause you any trouble," 

^3. "I've been looking for that wrench you wanted, but I just 

can't seem to lay nry hands on It." 

4 . "Oops, here comes the boss; and I haven't finished that letter. 
I'll call you back as soon as he's gone." 

^5. "A laugh a minute, that's me!" 

^6. "That's not my job!" 

7. "You've got some nerve talking to me like that. Who do you 

think you are?" 

^8. "That's not how we learned it In school," 



9. "If Mr. Smith corrects me one more time, I think I'll quit." 



10. "That's not my job, and I won't do it," 
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Learning Packet 3 

PERSONAL HAPPINESS AND FULFILLMENT WHICH COME FROM WORK 

Prepared by 

Mrs. Doris Love 
Warren Central High School 



To the Teacher 

The purpose of this packet is to provide an audio-visual learning 
experience which shows the student that there are rewards received from 
working other than the money we receive. It also points out some frus- 
trations. It is designed to be used by one student at a time as an 
individxialized learning experience. Describe the packet and its purpose 
to the students, and give them instructions on how to proceed. 



Materials Included 

9 cartoons with captions 

Attach the cartoons to language master cards. Then record the captions 
on the sound strip. Add any additional comment or instruction you wish to 
make to help the student identify what evidence is shown that work is fulfilling. 



Oblective for the Student 

1. Tell how each cartoon shows that working rewards a person, 

2, List some frustrations related to work. 
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